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Bureau	of	Children	&	Adult	Licensing		

On	Line‐Application	Instructions	to	Log	into	One	Stop		

3/27/2012	

	

There	is	a	one‐time	set	up	to	access	the	website	that	is	necessary.		
Keep	the	login	and	password	for	your	renewal	transactions	in	the	
future.			

You	will	be	leaving	the	Department	of	Human	Service’s	website	and	the	
following	directions	will	be	helpful	to	navigate	through	the	application	
process.			

If	you	need	assistance	with	the	login	process,	please	call	the	Customer	
Assistance	Center	(CAC)	at	1‐877‐766‐1779	(Monday‐Friday	7:00	am	to	
6:00	pm	EST)	

Below	is	a	one	page	instructional	guide	to	log	into	One	Stop	to	locate	the	
child	care	applications;	if	you	would	like	a	more	thorough	instructional	
guide	with	screen	prints,	refer	to	page	3.	
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Quick	Instructions.	

1. 	Go	to	www.michigan.gov/business					

2. Click	on	“Start	&	Register”	in	the	center	of	the	page,	which	will	take	you	to	
the	One	Stop	Registration	page.	

3. For	your	login	ID,	enter	your	last	name,	first	initial	and	any	4	numbers.		Fill	
out	the	other	required	information,	and	click	“submit”.		The	system	will	
inform	you	that	you	will	receive	an	email	with	temporary	password	
momentarily.		Be	sure	to	enter	the	5	digit	security	number	in	the	box.	

4. Once	you	have	received	the	2nd	email	with	your	login	ID	and	password	you	
are	now	ready	to	log	into	One	Stop.	(Click	on	the	first	link	that	you	received	
in	your	email	and	it	will	take	you	to	the	correct	web	address	OR	click	on	this	
website	at	http://www.michigan.gov/business		Enter	your	login	ID	and	the	
password	that	was	emailed	to	you,	and	click	“login”	

5. You	will	then	be	taken	to	the	Reset	Password	screen.		Copy	and	paste	the	
password	that	was	emailed	to	you	in	the	“Input	old	password”	field,	then	
create	and	enter	a	new	password	into	the	“Input	new	password”	field.		Click	
“Change	Password”.	

6. A	series	of	security	questions	will	appear	on	the	next	screen.		Answer	
security	questions	then	click	“submit”.	

7. Once	you	have	entered	your	security	questions	and	they	are	successfully	
submitted,	you	will	be	taken	to	a	“Congratulations”	screen.		Click	“Continue”.	

8. Next	is	the	“Terms	and	Conditions”	screen.		Read	this	and	click	“Accept”	if	
you	agree.			

9. Click	on	Accept	the	Terms	and	Conditions.	

10. Refer	to	the	box	marked	“For	Individuals	and	Service	Providers”	Click	the	
“Go”	box.				

11. Refer	to	the	Individual/Professional	Licenses	and	One	Time	Permits	Box	and	
click	on	the	“Go”	button.			

12. Type	in	“child”	and	select	applicable	application	type.	

13. Refer	to	page	16	below	for	instructions	regarding	making	online	payment.	
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Instructions	with	screen	prints:	

Go	to	www.michigan.gov/business		website.	

This	link	will	bring	you	to	the	State	of	Michigan	Single	Sign	on	webpage.			

Click	on	the	“register”	button	on	the	right	hand	side.	
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Fill	in	the	necessary	fields	requested	(see	below).		Once	all	fields	have	
been	filled	out,	click	the	“submit”	button	(see	below).			
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Once	you	click	the	submit	button,	the	following	instructions	will	appear:	

	

Click	the	box	“Back	To	One	Stop	Home”.		This	is	where	you	will	log	into	
One	Stop	to	retrieve	the	child	care	application;	however,	first	you	will	
need	to	retrieve	your	password	that	has	been	set‐up	for	you.		Go	to	your	
email	and	locate	the	email	that	has	the	login	and	password	that	has	been	
created	for	you.			
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Your	1st	email	will	indicate	the	following:			

Sent: Tue, Mar 13, 2012 9:12 am 
Subject: Your Request for Access to the Michigan Business One Stop Application 

**** THIS IS AN AUTO-GENERATED E-MAIL.  PLEASE DO NOT RESPOND DIRECTLY 
TO THIS  
EMAIL.  **** 
 
Your request for access to the Michigan Business One Stop application 
has been approved. 
 
The Michigan Business One Stop application link will be available the 
next time you log into your account. 
 

Your	2nd	email	will	provide	your	login	and	password.		See	below: 

 

Please check your spam mail folder if you do not receive the password 
within a few minutes.  	
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Once	you	have	received	the	2nd	email	with	your	login	ID	and	password	
you	are	ready	to	log	into	One	Stop.		Click	on	the	first	link	within	the	
email	and	it	will	take	you	to	the	screen	below	OR	go	to	
http://www.michigan.gov/business

	

Refer	to	the	email	to	obtain	the	“UserID	information”	and	copy	and	
paste	the	password	into	the	password	box.				
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You	will	be	required	to	change	your	password.		Paste	the	password	into	
the	“Input	Old	Password”	box.		Type	in	a	“New	Password”	and	“Confirm”	
new	password.		Click	on	the	“change	password”	box.	
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This	will	bring	you	to	Change	Challenge/Response	Answers:		Fill	in	the	
boxes	as	requested.		Click	the	“Submit”	box	at	the	bottom	when	filled	in.				
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Click	the	“continue”	button.	
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Press	the	Accept	button.		
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Refer	to	the	box	marked	“For	Individuals	and	Service	Providers”	Click	
the	“Go”	box.				
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Refer	to	the	Individual/Professional	Licenses	and	One	Time	Permits	Box	
and	click	on	the	“Go”	button.			

	

	

	

	

	

	

	

	

	

	



14	

	

In	the	“search”	box	type	in	“child”.				Determine	which	type	of	child	care	
you	wish	to	open:		Child	Care	Family	Home	(6	children	or	less)	(New),	
Child	Care	Group	Home	Application	(7‐12	Children)	(New)	and	Child	
Care	Center	Application	(New).		If	additional	assistance	is	necessary	in	
determining	which	type	of	facility	you	wish	to	become	
licensed/registered	for	click	on	the	“?Tell	me	more	box”.	

Once	you	have	determined	which	type	of	child	care	you	wish	to	have,	
click	on	the	“Go	To”	button.			

	

This	will	bring	you	to	the	first	page	of	the	application.		Continue	through	
the	application,	fill	out	applicable	fields,	and	print	out	applicable	
documents	and	submit	the	application	for	payment.	
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Click	to	“Go	to	Shopping	Cart	Icon	to	Submit	Funds”	and	click	on	this	
button.			
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Refer	to	the	gray	line	below	for	a	shopping	cart	(like	at	a	grocery	store)	
Now	click	on	the	Shopping	Cart	Icon	tomake	your	payment.	
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Select	the	application	that	you	wish	to	pay	for	by	clicking	the	box.		Click	
down	the	icon	in	which	Payment	methodology	you	wish	to	make.		Visa,	
Mastercard	and	personal	checking	accounts	are	accepted	(Discover	and	
American	Express	are	not	accepted).		Click	on	the	“Checkout”	box.	
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Type	in	the	applicable	boxes	to	make	your	payment.	
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Review	payment	information	and	click	“make	payment”.	
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Print	a	copy	of	your	receipt	for	your	records.	

	

The	department	will	notify	you	of	the	additional	documents	that	are	
needed	within	the	10	business	days.			Review	the	printout	of	your	
application.		Note	that	documents	within	the	application	require	
additional	action	for	you	to	take.			


